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Command:
Moronqo Basin

Division:

lnland
Number
870

Evaluated by:

Seroeant B. Green. #10311
Dete:

01t05t2009
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up lnspection,

the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

! Division Level n Command Level

n Off¡ce of lnspections I Voluntary Self-lnspection

Follow-up Required:
! Yes X t'lo n foUow-Up lnspection

Commander's Signature:
¿. ¿?ilì)-

Date:

r lç lot
For applicable policies, refer to State Administrative
Manual (SAM), HPM 1 1.1, Chapter 4, and HPM 1 1.2,
Chapter 2.

1. ls management actively involved in reviewing and
approving paperuvork related to receiving and
oreoarino collections?

X Yes nruo nrun Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivino and oreoarino collections?

E Yes X t¡o n ruln Remarks:All clerical requirements are
followed as outlined in departmental
manuals. Thus, alleviating
duolication in the Area's SOP.

3. Does the command have adequate separation of
duties for collections received? Xl Yes l-l ¡to l-l run Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process? X Yes l-l trlo l-l N/A Remarks:

5. ls access to the safe and/or vault appropriately
restricted? n Yes nruo Xvn Remarks: See narrative/exceptions

document

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

I Yes nruo Xrun Remarks: See narrative/exceptions
document

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
requires access?

n Yes nruo Xun Remarks: See narrative/exceptions
document

B. ls the safe securely anchored to the building?
! Yes !No X ru¡n Remarks: See narrative/exceptions

document

9. Are weekly transmittal reports prepared in
accordance with departmental policv? X Yes [-l trto [l xln Remarks:

10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) wíthin five working days
followinq the week covered bv the report?

X Yes nruo nrun Remarks:

CHP 680G (Rev 09-08) OPI 010



Page 2o13

STATE OF CALIFORNIA
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11, Does the command submit the following forms
with the weekly transmittalwhen applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipUReport

(Unclaimed Property).
(3) STD 634, Absence and Addltional Time Worked

Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464,Traffic Control Cost Estimate -

Advance Deposit.
(6) Civil subooena.

X ves nruo nun Remarks:

12. ls a memorandum for cash shortages prepared if
necessarv? X Yes l lrto l-l N/A Remârks:

13. Does the command ensure the information written on
the counter receipt is complete and legible? X Yes l-l tto l-l run Remarks:

14. Was a counter receipt issued for each witness fee
deoosit received? X Yes l-l ¡lo f-l urn Remarks:

15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? X Yes ll l,to ll run Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors. and other cash received?

I Yes E trlo n ru¡n Remarks:

17. ls sales tax added to items that are not for resale?
X Yes E tr¡o l ru¡R Remarks:

18. Are all counter receipts pre-numbered and issued in
numerical sequence? X Yes l-l lrlo l-l run Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A.,
Credit Memo - Non- Equioment?

X Yes nNo nrun Remarks:

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? X Yes ll r.lo lrun Remarks:

21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal vear?

X Yes nNo fl N/A Remarks:

22. ls the CHP 264 properly authorized?
X Yes nruo l-l N/A Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chanqe funds?

X Yes nruo n ruln Remarks:

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or desionated person?

X Yes nNo E ruln Remarks:

25. Are overages and shortages of the petty cash
funds reoorted to Fiscal Manaqement Section? X Yes E tlo l--l ¡¡rR Remarks:
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26. Were change funds used to cash checks, money
orders or cashier/travelers checks? l-l Yes X trlo nrun Remarks:

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safequard cash?

I Yes nruo n ruln Remarks:

28. Are all petty cash purchases under $50?
X Yes l-l r.to ll run Remarks:

29. ls petty cash used to purchase prohibited items?
ll Yes X trto l-'l trllR Remarks:

30. Did the command circumvent the dollar limitation by
splittino the ourchase? l-l Yes X trlo l-l run Remarks:

31. ls a petty cash custodian designated by the
commander? lX Yes [-l t,lo ll run Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Moronqo Basin
Division:

lnland
Chapter:

4
lnspected by:

Sergeant B. Green, #10311
Date:

01t05t2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifìed deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

n Division Level X Command Level

E Executive Office Level

n Corrective Action Plan lncluded

n Appeal lncluded

f] Attachments lncluded

Follow-up Required:

n ves X ¡lo

Forward to:

Due Date:

Commander's Signature:

-sQr.l,'J-

lnsoector's Comments Reqardino lnnovative Practices:

The Area utilized standard practices as they apply to this Chapter lnspection. No innovative practices
were noted.

Command for Statewide I mprovement:

No suggestions for Statewide improvement were made.

I s Findinos:

This Chapter lnspection revealed that the Morongo Basin Area conducts and documents Fiscal Controls
within policy. A physical inspection of a sample of records kept on file verified that all were within policy
and contained required/relevant information.

ln regards to numbers 5 through B on the CHP 680G, lnspections Program lnspections Checklist, the
Morongo Basin Area does not utilize a safe for day to day cash transactions. The Area utilizes a locked
cashbõx, which is secured in a locked drawer. There is only one key to access the drawer and cashbox,
which are ma¡ntained by the Office Clerk at all times.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFWAY PATROL

INSPECTION PROGRAM
Chapter4
FiscalControls

Page 1 of 3

uommano:

Arrowhead Area
Div¡sion:
lnland

Number:
865

Evaluated by:

Lt. Sanders
Date:

01-07-2009
Assisted by:

P. Ross OSI 01-o7-2009

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up lnspection,
the'Follow-up lnspection' box shall be marked and only deficient items need to be re-inspected.

n Division Level X Command Level

f] Omce of lnspections I Voluntary Self-lnspection

Lead lnspector's Signature:

I

Follow-up Required:
I Yes tr tto n Follow-UR lnsRection 

¿ 3\-:^
Commander's Signature: Date:

1 -B-2009

For applicable policies, refer to State Adminístrative
Manual (SAM), HPM 11.1, Chapter4,andHPM11.2,
Chapter 2.

1. ls management actively involved in reviewing and
approving paperwork related to receiving and
preparinq collections?

I Yes nruo nrun Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountabiliÇ of
receivinq and Dreoarino collections?

X Yes nruo nrun Remarks:

3. Does the command have adequate separation of
duties for collections received? n Yes X t'lo nrun Remarks: Only two clerical

emplovess assiqned to area.

4. Does the command have adequate separation of
duties for the cash receiot orocess? ll Yes l-l tr¡o l-l run Remarks:

5. ls access to the safe and/or vault appropriately
restricted? X Yes l-l tlo l-l rulR Remarks

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

X Yes fl No n N/A Remarks:

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
reouires access?

n Yes X tlo nrun Remarks: Combination not changed
at change of command. Area is
currently searching for a vendor.

8. ls the safe securely anchored to the building?
n Yes XNo E ¡ln Remarks: Area is currently searching

for a vendor.
9. Are weekly transmittal reports prepared in

accordance with deoartmental oolicv? X Yes l-l tlo [-l t'¡n Remarks:

10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days
followinq the week covered bv the report?

X Yes nuo []run Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

INSPECTION PROGRAM
Chapter4
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11. Does the command submit the following forms
with the weekly transmittalwhen applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipUReport

(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked

Report, for jury duty
(4) CHP 221, Malicious Damage Report.
(5) CHP 464,Traffic Control Cost Estimate -

Advance Deposit.
(6) Civil subpoena.

[l Yes nruo nrun Remarks:

12. ls a memorandum for cash shortages prepared if
necessary? f-l Yes l-l lrlo X trllR Remarks:Have not experienced.

13. Does the command ensure the information written on
the counter receipt is complete and leqible? X Yes l-l ¡lo l-l rulR Remarks:

14. Was a counter receipt issued for each witness fee
deposit received? X Yes [-l tto [-l run Remarks:

15. Was a counter receipt issued for each movie,
wide-load. and soecial event detaills)? X Yes nruo l-l ¡uR Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

ffi Yes n ¡¡o nrun Remarks:

17. ls sales tax added to items that are not for resale?
Ll Yes X lrto l-l t¡n Remarks:

18. Are allcounter receipts pre-numbered and issued in
numerical sequence? X Yes nruo ll run Remarks:

19. Were transfers of counter receipt books/certifìcates
between field commands reported on a CHP 2664,
Credit Memo - Non- Equipment?

n Yes nruo Xrun Remarks:

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to support exoenditure? X Yes l-l trlo l-l un Remarks:

21. Are the CHP 264, Petly Cash Reptenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscalyear?

n Yes Xruo I N¡ln Remarks:Correction required.

22. ls the CHP 264 properly aulhorized?
X Yes l-l trto l-l t¡n Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chanqe funds?

X Yes [] lrto nrun Remarks:

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or designated person?

X Yes []ruo !run Remarks:

25. Are overages and shortages of the petty cash
funds reported to Fiscal Manaqement Section? X Yes l-l wo l-l ruin Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

INSPECTION PROGRAM
Chapter4
FiscalControls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? n Yes X tto l-l lrn Remarks:

27. Are change funds over$100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safequard cash?

X Yes []ruo n ru¡n Remarks:

28. Are all petty cash purchases under $50?
X Yes [l l',lo l-l t¡n Remarks:

29. ls petty cash used to purchase prohibited items?
[-l Yes X tlo l-l ruin Remarks:

30. Díd the command circumvent the dollar limitation by
splittinq the purchase? l-l Yes Xl trto l-l rryR Remarks:

31. ls a petty cash custodian designated by the
commander? X Yes f-l ruo f-l run Remarks:

CHP 680G (Rev. 0948) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CATJFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the ínspection in the Chapter lnspectíon number. Under 'Forward to:' enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

lnspected by:Lt. Sanders

TYPE OF INSPECTION

f] Division Level X Command Level

! Executive Office Level

X Corrective Action Plan lncluded

E Appeallncluded

n Attacnments lncluded

Follow-up Required:

X yes E tlo

Fonrard to:
lnland Division

Due Date:_01-08-2009_

Commander's Signature:

'41L ã'4d.^/-\--

Date:

01-07-2009

Chaoter lnsoection:

lnsoector's Comments Reqardino lnnovative Practices:

None

Command for StatewÍde I t

None

s s

Ch. 4 FISCAL CONTROLS:

Item # 3 Does the Command have adequate separat¡on of duties for collections received. No. Area has
two clerical employees (an OSI and OA). This requ¡res the Office Supervisor who is the custodian of
funds to also accept cash and issue receipts.

Item 7 & 8: The safe combination was not changed upon the transfer of Commanders in 2006. The
Area is searching for a vendor to secure the safe to the floor and change the combination. This should
be completed NLT 2-1-2009.

Item #20. ls the STD 439 Disbursement Voucher, properly authorized and completed to support
expendíture. No STD 439 forms were completed.

ftem #21: Are CHP 264 Pefty Cash Replenishment requests, completed at least monthly if over $10.00,
quarterly if under $10.00 and on June 30 of each fiscal year? No. Area has directed the Change fund
custodían to suspense this item and complete it quarterly or monthly as required.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Commander's

Action items will be corrected NLT 2-1-2009.

s Comments:

Reouired Action

Corrective Action Plan/Timeline

Sgt. Martin has been directed to obtain 3 bids to secure the safe and change the combo NLT 2-1-2009.
Area has suspensed the CHP 264 for quarterly completion.
Action items will be corrected NLT 2-1-2009.

CHP 680A (Rev 09{8) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Command: Division: Chapter:

Inspected by: Date:

Review/Decision: Íhis shalt be the onlv level of appeall.

Lead lnspector's Signature: Date:
2-8-2009

Responding Commander's Signature (for appeal): Date:

CHP 680A (Rev. 0948) OPI O10
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

Command:

Rancho
Cucamonoa

Division:

lnland Division

Number:

Evaluated by:

Lt. McDermott
Date:

12101108
Assisted by: Becky Guzman, OSS 1

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up lnspection,
the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

fl Division Level I Command Level

f] Off¡ce of lnspections n Voluntary Self-lnspection.

Lead lnspector's Signature:

Follow-up Required:
[Yes Xruo n Follow-Up lnspection

Commander's Signature:

+?
Date:

/)-)-ar
For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter4, and HPM11.2,
Chapter 2.

l/

1. ls management actively involved in reviewing and
approving paperwork related to receiving and
oreoari no collections?

I Yes nruo fl N/A Remarks: CapVLt's review all
paperwork and sign transmittal

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivinq and preparinq collections?

X Yes n fr¡o n N/A Remarks:

3. Does the command have adequate separation of
duties for collections received? X Yes nNo ! N/A Remarks: Counted daily by two clerks

and transmitted bv another clerk.

4. Does the command have adequate separation of
duties for the cash receipt process? X Yes l-l tto l-l N¡n Remarks:

5. ls access to the safe and/or vault appropriately
restricted? X Yes nNo n N¡n Remarks: Evidence Offìcer, his

backuo and Commander

6, Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

X ves fl No []run Remarks: Memo outlining the three
mentioned above.

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
requires access?

X Yes nruo n ru¡n Remarks: Changed whenever a

turnover occurs.

8. ls the safe securely anchored to the building?
l-l Yes X trlo I--l ¡¡ln Remarks: Safe weighs over 800 lbs

9. Are weekly transmittal reports prepared in
accordance with departmental policv? X Yes l-l ruo I-l N/A Remarks:

10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days
followino the week covered bv the report?

I Yes ! tlo n N/A Remarks: Prepared and submitted
every Friday.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGR,AM
Chapter 4
FiscalControls

11. Does the command submit the following forms
with the weekly transmìttal when applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipVReport

(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked

Report, for jury duty.
(4) CHP 221,Malicious Damage Report.
(5) CHP 464,Traffic Control Cost Estimate -

Advance Deposit.
16) Civil subpoena.

X Yes ENo fl N/A Remarks: Wheneverapplicable.

12. ls a memorandum for cash shortages prepared if
necessarv? X Yes [-l trlo N N/A Remarks:

13. Does the command ensure the information written on

the counter receipt is complete and legible? X Yes l-l tlo [-l N/A Remarks:

14. Was a counter receipt issued for each witness fee
deoosit received? X Yes l-l trlo l-l vn Remarks:

15. Was a counter receipt issued for each movie,
wide-load. and special event detail(s)? X Yes l-l lrlo l-l Mn Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors. and other cash received?

X Yes nNo fl N/A Remarks:

17. ls sales tax added to items that are not for resale?
X Yes l-l lr,lo l-l ru¡a Remarks:

18. Are allcounter receipts pre-numbered and issued in

numerical sequence? X Yes [-l ¡to l-l N/A Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credit Memo - Non- Equipment?

n Yes E l.¡o Xvn Remarks:

20. ls the STD 439, Disbursement Voucher, properly

authorized and completed to support expenditure? X Yes l-l ruo l-l vn Remarks: When necessary.

21. Are the CHP 264,Pelty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal vear?

X Yes nNo ¡ N/A Remarks:

22. ls the CHP 264 properly authorized?
X Yes l-l trlo l-l vn Remarks:

23. Does the total amount of cash, receipts on hand, and

receipts in transit equal the total of petty cash and
chanqe funds?

I Yes nNo fl N/A Remarks:

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or designated Person?

I Yes nNo n N¡e Remarks: Memos from Commander
on fìle.

2S. Are overages and shortages of thq petty cash
funds reported to Fiscal Management Section? X Yes l-l ¡to l-l ¡lln Remarks:

CHP 680G (Rev. 09-08) OPI 01 0
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? l-l Yes lXruo ¡ N/A Remarks: Not allowed.

27 . Are change funds over $1 00 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safeouard cash?

I Yes nNo fl N/A Remarks: Locked strong box in a

locked cabinet in a locked room.

28. Are all petty cash purchases under $50?
X Yes l-l t,lo l-l ru¡n Remarks:

29. ls petty cash used to purchase prohibited items?
l-l Yes X tto l-l N/A Remarks:

30. Did the command circumvent the dollar limitation by
solittino the ourchase? l-l Yes X tlo l-l N/A Remarks:

31. ls a petty cash custodian designated by the
commander? X Yes [-l tlo l-l vn Remarks: Memo on fìle.

CHP 680G (Rev.09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT

additional space is requi

Command:

Rancho Cucamonqa
Division:

lnland
Chapter: 4, Fiscal
Controls

lnspected by:

Lt. McDermott
Date:

12101108

::::::::::::::::::::::::::::::::::::::::::::::::::::::::::-:::::::::::::::::::::
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identifÌed deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

TYPE OF INSPECTION

n Division Level X Command Level

I Executive Office Level

n Corrective Action Plan lncluded

! Appeal lncluded

n Attachments lncluded

Follow-up Required:

Eves XNo

Fon¡øard to:

Due Date:

Commander's Signature:

i;l\fvlCùr}¿/\.@t,

Date:

,l,rlq

Inspector's Comments Regarding lnnovative Practices:

None

Within policy, no deficiencies.

CHP 680A (Rev 09-08) 0Pl 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

Command:
Rancho Cucamonoa

DiV¡Sion:

lnland
Chapter: 4, Fiscal
Controls

lnspected by:

Lt. McDermott
Date:

12101108

Signature (for appeal):

CHP 6804 (Rev 0948) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

Page 1 of 3

Command:

840
Division:
lnland (801)

Number:

Evaluated by:

LT A. Snowden, #13187
Date:

12t1512008
Assisted by:

OSSI Maria Sandoval
Date:
't2t15t2008

:::::::::::::::::::::::::::::::: :::::::::::::::::::::::::::::::::
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancieõ and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command'
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up lnspection,

the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected. ._

TYPE OF INSPECTION

n Division Level X Command Level

fl Omce of lnspections ! Voluntary Self-lnspection

lnspector's Signature:

'!

Follow-up Required:
E Yes X r.¡o E follow-Up lnspection

Commander's Signature:

'-^_7

Date:

, =2r,1'
For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,
Chaoter 2

L ls management actively involved in reviewing and

approving paperuvork related to receiving and
oreoarino collections?

X Yes nruo n rurn Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivino and preparinq collections?

X Yes nruo ! uln Remarks:

3. Does the command have adequate separation of
duties for collections received? X Yes l-l ruo ¡ N/A Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process? X Yes l-l No ll vn Remarks:

5. ls access to the safe and/or vault appropriately
restricted? X Yes l-l l.¡o E ru¡n Remarks:

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

X Yes nNo fl N/A Remarks:

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
reouires access?

E Yes !No X ¡¡Ie Remarks:

B. ls the safe securely anchored to the building?
l-lYes X tlo l-l t¡ln Remarks:

9. Are weekly transmittal reports prepared in

accordance with departmental policy? X Yes l-l tlo ¡ N/A Remarks:

10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days
followinq the week covered by the report?

X Yes nNo n N/A Remarks:
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STATE OF CAI-IFORNA
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

TNSPECTTON PROGRAM
Chapter 4
FiscalControls

11. Does the command submit the following forms
with the weekly transmittal when applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipVReport

(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked

Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464,FralÍic Control Cost Estimate -

Advance Deposit.
16) Civilsubpoena.

X Yes ENo n rrl¡n Remarks:

12 ls a memorandum for cash shortages prepared if
necessary? X Yes l-l tlo [-l ruln Remarks:

13. Does the command ensure the information written on
the counter receipt is complete and leqible? X Yes l-l tlo l-l N/A Remarks:

14. Was a counter receipt issued for each wltness fee
deoosit received? X Yes l--l tto l-l tyR Remarks:

15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? X Yes l-l tlo l-l ru¡a Remarks:

16. Was each counter receipt issued for each sale'
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

X Yes nNo n Nln Remarks:

17. ls sales tax added to items that are not for resale?
X Yes l-l tlo l-l N/A Remarks:

18. Are allcounter receipts pre-numbered and issued in

numerical sequence? X Yes l-l tlo ¡ N/A Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credit Memo - Non- Equipment?

X Yes nNo n Nln Remarks:

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? X Yes l-l ¡lo l-l vn Remarks:

21. Are the CHP 264, Petty Gash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal vear?

X Yes nNo ! ru¡n Remarks:

22. ls the CHP 264 properly authorized?
X Yes l-l trlo l-l N/A Remarks:

23. Does the total amount of cash, receipts on hand, and

receipts in transit equal the total of petty cash and

chanqe funds?
X Yes nruo fl vn Remarks:

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the

commander or designated Person?
X Yes lNo n ¡¡rn Remarks:

25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? X Yes l-l trto l-l ruln Remarks:
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INSPECTION PROGRAM
Chapter4
FiscalControls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? n Yes X trlo N N/A Remarks:

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adeouate to safeouard cash?

X Yes ENo fl vn Remarks:

28. Are all petty cash purchases under $50?
X Yes l-l ¡lo N N/A Remarks:

29. ls petty cash used to purchase prohibited items?
[l Yes X ¡to E uln Remarks:

30. Did the command circumvent the dollar limitation by
splittinq the purchase? l-l Yes X trto l--l t¡ln Remarks:

31. ls a petty cash custodian designated by the
commander? X Yes l-l trlo l-l I'tlR Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

:::::::::::::::::::::::::::::::::::::::::::::::::: - ---:::::::
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fonryard to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifled deficiencies, corrective action plans, and may be used to appeal fìndings. A CHP 51 Memorandum may be used if
additional space is required.

Command:

Riverside
Division:
lnland (801)

Chapter: 4

lnspected by:

LT A. Snowden. #13187
Date:

1211512008

TYPE OF INSPECTION

n Division Level X Command Level

fl Executive Office Level

n Corrective Action Plan lncluded

n Appeal lncluded

n Rttachments lncluded

Follow-up Required:

n Yes X tlo

Forward to:

Due Date:

Commander's Sig nature:

-7- -71- L-'-'7

Date:

,rr,/.t,4a
Chapter Inspection:

lnspector's Comments Reqarding lnnovative Practices:

N/A
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

Command:

Riverside
Division:
lnland (801)

Chapter: 4

lnspected by:

LT A. Snowden, #13187
Date:

12t1512008

Commander's R SE:

The Area Commander, T. M. McCreary,#11882, will continue to be diligent in ensuring the mandates
set forth in departmental policy and the Area SOP regarding management and accountability of
receiving and processing collections are followed.

's Comments:

Area was found to be in compliance and functioning properly. All monies were accounted for and
properly secured. The Office Supervisor was well versed regarding departmental policy and procedures

relating to petty cash, counter receipts, etc.

Required Action

Corrective Action Plan/Timeline

OSSI Maria Sandoval, #A11648, completed a memo to the Area to update the current memo on file to

include OA S. Rogers, #A12889, as a person with authorization to the safe on December 22,2008.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Riverside
Division:
lnland (801)

Chapter: 4

lnspected by:

LT A. Snowden, #13187
Date:

12t15t2008

A I Review/Decision: (This shalt be the only level of

lnspector's Signature:. føta-nø;t "¿t-/t

Date: ,- ,/,/
Z'LlZl ,/."f

Responding Commander's Signatryê (for appeal): ,/ Date:
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DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

Page 1 of 4

Command:

Barstow
Division:

lnland
Number:

Evaluated by:

Lieutenant Jeffrev Kluq
Date:

12-09-08
Assisted by:

Rosanna Lafler
Date:

12-09-08

:::::::: ::::::::::::::::::::::::::::::::::::::::::::::::::::::::
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or defìciencies noted in the inspections shall be commented on via the "Remarks" seclion. Additionally, such

discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Fudhermore, the memorandum shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up lnspection,

the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected

n Division Level n Command Level

L] Of¡ce of lnspections ! Voluntary Self-lnspection

lnspector's Signature:

Follow-up
E Yes

Required:
Xruo I fotlow-Up lnspection

-^iÅ;:;Ì;l ^üutw, þ
Date:

tL-/(,-otr
For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,
Chaoter 2.

t vv /

1. ls management actively involved in reviewing and
approving paperuuork related to receiving and '

oreoarino collections?
X Yes nruo fl N/A Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivinq and preparinq collections?

n Yes X I'lo n ruln Remarks:Barstow Area has
developed a SOP governing the
control of all change funds, petty cash
and collections.

3. Does the command have adequate separation of
duties for collections received? X Yes nruo l-l lvn Remarks:

4. Does the command have adequate separation of
duties for the cash receiot process? X Yes l-l ruo l-l N/A Remarks:

5. ls access to the safe and/or vault appropriately
restricted? X Yes l-l l.¡o l-l ru¡n Remarks:

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

X Yes nNo E ruln Remarks:

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
reouires access?

n Yes n ¡lo X ruln Remarks: No combination lock is
u sed.

B, ls the safe securely anchored to the building?
n Yes E tto X ru¡n Remarks: Barstow does not have a

safe for change funds, petty cash and
collections

9. Are weekly transmittal reports prepared in
accordance with departmental policv? X Yes l-l lilo l--ì ¡r¡R Remarks:

10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS)within five working days
followinq the week covered bv the report?

X Yes E t¡o n ruln Remarks:
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STRTE OT CRLIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

11. Does the command submit the following forms
with the weekly transmittalwhen applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipUReport

(Unclaimed Property).
(3) SfD 634, Absence and AdditionalTime Worked

Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464,Traffic Control Cost Estimate -

Advance Deposit.
16) Civil subooena.

X Yes E tr¡o T ru¡n Remarks:

12. ls a memorandum for cash shortages prepared if
necessary? X Yes l-l No l-l vn Remarks:

13. Does the command ensure the information written on
the counter receipt is complete and leqible? X Yes l-l lrlo l-l N/A Remarks:

'14. Was a counter receipt issued for each witness fee
deoosit received? X Yes l-l tlo l-l rurn Remarks:

15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? X Yes nruo l-l ru¡n Remarks:

'16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

X Yes fl No n N/A Remarks:

17. ls sales tax added to items that are not for resale?
X Yes l-l t'lo l-l ruln Remarks:

18. Are all counter receipts pre-numbered and issued in
numerical sequence? X Yes l-l tto l-l t¡ln Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A.,
Credit Memo - Non- Eouipment?

I Yes nruo nvn Remarks:

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? X Yes l-'l ¡lo l-l vn Remarks:

21. Are the CHP 264, Pelty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal vear?

X Yes nruo n ruln Remarks:

22. ls the CHP 264 properly authorized?
X Yes l-l lrto l-l ru¡R Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chanqe funds?

X Yes ENo n ruln Remarks:

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or desionated oerson?

I Yes nruo n ru¡n Remarks:

25. Are overages and shortages of the petty cash
funds reoorted to Fiscal Manaoement Section? X Yes ENo l-l rulR Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

26 Were change funds used to cash checks, money
orders or cashier/travelers checks? n Yes X l.lo l-l Mn Remarks:

27. Are change funds over $1 00 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safeguard cash?

X ves n ¡¡o n ru¡n Remarks: Barstow change fund does
is under $100 00 and petty cash is

less than $200.00.

28. Are all petty cash purchases under $50?
X Yes l-l llo l-l vn Remarks:

29. ls petty cash used to purchase prohibited items?
l-l Yes X trlo l-l ru¡n Remarks:

30, D¡d the command circumvent the dollar limitation by
splittino the purchase? l-.1 Yes X tto l-l N/A Remarks:

31 ls a petty cash custodian designated by the
commander? X Yes l-l tlo l-l t¡¡n Remarks:
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STATE dF CALIFORNIA
oÈpnnrvre¡¡-t' oF cALTFoRNTA HrcHWAy pATRoL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Barstow Area
Division

lnland:
lnspected by:

Lieutenant Jeffrev Kluq
Date:

12-09-08

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in tne ¡lanfs as i;-";;;;in" 
"n"O*,number of the inspection in the Chapter lnspection number. Under "Fon¡uard to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal fìndings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION

E Division Level X Command Level

E Executive Office Level

fl Corrective Action Plan lncluded

n Appeal lncluded

Foflow-up Required:

! Yes X r'¡o

Command Fiscal Controlslnspection: Chapter

lns 's Comments Reqardinq lnnovative Practices:

Command S estions for Statewide lmprovement:

lns 's Findinqs:

2. Barstow Area has developed a SOP governing the control of all change funds, petty cash and
collections.

7. Barstow Area does not have a safe for change funds, petty cash, and collections.

27. Barstow changefund is under$100.00 and petty cash is lessthan $200.00.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

Page 1 of3

Command:

Needles
Division: lnland Number: 834

Evaluated by:

Lt. J. Rasmussen
Date: 01i05/09

Assisted by: Date:

:::::::: ::::::::::::::::::::::::::::::::::::::::_::::::::::::::::::::::::
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy¡'

applicable legal statues; or defìciencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancieõ and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up lnspection,

IYPE OF INSPECIION

n Division Level X Command Level

f] Office of lnspections f] Voluntary Self-lnSpection

Lead lnspector's Signature:

--'-)flrt,.t'¡xt'Ò
Follow-up Required:
EYes XNo I follow-Up lnspection

Commander's Signature:

- 

¿'-l-)

-/,/f¿2l't-,t-Yl'i- ) Z T

Date:01/05/2009

For applicable policies, refer to State Administrative
Manual (SAM), HPM 1 1.1 , Chapter 4, and HPM 1 1.2,
Chapter 2.

1. ls management actively involved in reviewing and
approving papenrvork related to receiving and
oreoarino collections?

X Yes nruo n ril¡n Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivinq and preparinq collections?

X Yes ENo n ruln Remarks: This procedure is listed in
the job description of the Office
Assistants

3. Does the command have adequate separation of
duties for collections received? X Yes l-l tlo l-l llrn Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process? X Yes l-l lilo l-l run Remarks:

5. ls access to the safe and/or vault appropriately
restricted? n Yes nruo X N/A Remarks: Area does not use a safe

for the collection fund or petty cash.
A lock box is used which is locked in
a filinq cabinet.

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

E Yes XNo n ru¡n Remarks:

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
reouires access?

n Yes n ¡lo X N/A Remarks: Only three people have
access to the funds. No change in
personnel has occurred in the past 5

Years.

8. ls the safe securely anchored to the building?
l-l Yes l-l llo X N/A Remarks:

9. Are weekly transmittal reports prepared in
accordance with departmental policv? X Yes [-l Irlo l-l N/A Remarks:

10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days
followinq the week covered bv the report?

X Yes nruo fl N/A Remarks:
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STATE OF CALIFORNL\
DEPARTMENT OF CALIFORNIA HIGIjWAY PATROL

INSPEGTION PROGRAM
Chapter 4
FiscalControls

11. Does the command submit the following forms
with the weekly transmittal when applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipVReport

(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked

Report, for jury duty.
(4) CHP 221,Malicious Damage Report.
(5) CHP 464,Tralfic Control Cost Estimate -

Advance Deposit.
(6) Civilsubpoena.

X Yes nruo ! N/A Remarks:

12. ls a memorandum for cash shortages prepared if
necessary? X Yes nruo n rrltn Remarks: Only one shortage has

occurred in the past 4lzyeais. Aten
dollar money order was lost when
mailed to Sacramento. The ProPer
paoerwork was completed.

13. Does the command ensure the information written on
the counter receipt is complete and legible? X Yes n ¡¡o !vn Remarks: This is verified during

ouarterlv audits.

14. Was a counter receipt issued for each witness fee
deoosit received? X Yes f-l ruo l-l N/A Remarks:

15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? X Yes l--l tlo l-l N/A Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

X Yes ! l,¡o n ru¡n Remarks:

17. ls sales tax added to items that are not for resale?
l-l Yes E ttlo X N/A Remarks:

18. Are allcounter receipts pre-numbered and issued in

numerical sequence? X Yes fl lrlo N N/A Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credit Memo - Non- Equipment?

n ves nNo X N/A Remarks:

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? X Yes l-l lrto N N/A Remarks:

21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal vear?

X Yes E trlo nvn Remarks:

22 ls the CHP 264 properly authorized?
X Yes E t¡o n N/A Remarks: The CHP 264 is signed bY

the Area Commander.

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chanoe funds?

X Yes fl t¡o n rilln Remarks:

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or designated person?

X Yes nNo E rutn Remarks: Quarterly audits are
completed by the Area Commander
for the pettv cash and change funds.

25. Are overages and shortages of the petty cash
funds reported to Fiscal Manaqement Section? l-l Yes l-l lrto X N/A Remarks: None have occurred
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

INSPECTION PROGRAM
Chapter4
Fiscal Controls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? l-lYes XNo l-l N/A Remarks:

27, Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safeguard cash?

n Yes nruo X N/A Remarks: No overages have
occurred. All monies are alwaYs
secured in a lock box within a locked
filino cabinet

28. Are all petty cash purchases under $50?
X Yës l-l t,lo n rutn Remarks:

29. ls petty cash used to purchase prohibited items?
l-l Yes XNo l-l N/A Remarks:

30. Did the command circumvent the dollar limitation by
solittino the ourchase? l-l Yes XNo l-l t¡¡n Remarks:

31. ls a petty cash custodian designated by the
commander? X Yes l-l tlo l--l N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
:::::::: ::::::::::::::::::::::::::::::::::::::--::::::::::::::::::-::::::
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the documenl

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identifìed delciencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional

Command:

Needles
Division: lnland Chapter: 4

lnspected by:

Lt. J. P, Rasmussen
Date:

01t0512009

TYPE OF INSPECTION

f] Division Level X Command Level

n Executive Office Level

n Corrective Action Plan lncluded

! Appeal lncluded

n nttachments lncluded

Follow-up Required:

nYes XNo

Forward to:
lnland Division

Due Date: 1213112008

Commander's Signature:

¿

Date:
0110512009

Chapter lnspection: Chapter 4 Fiscal Controls

lnspector's Comments Reqarding lnnovative Practices:

N/A

The Collection Fund and Petty Cash program is well organized and maintained, Quarterly audits have

been completed for both programs and a memorandum documenting the audits is on file. No

discrepancies were found. The Area Commander has completed the audits for the past year.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Needles
Division: lnland Chapter: 4

lnspected by:

Lt. J. P. Rasmussen
Date: 01/05/2009

Commander's R nse:

Both Office Assistants have a thorough working knowledge of the Collection Fund and Petty Cash
program and can competently supervise both programs.

ln 's Comments:

N/A

Reouired Action None...

Corrective Action Plan/Timeline
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Needles
Division: lnland Chapter: 4

lnspected by:

Lt. J. P. Rasmussen
Date: 01/05/2009

A ReviewiDecision: ffhis shatt be the onlv level of

N/A

Date:
0 1 /05/2009

Respo¡óing Commander's Signature (for appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCËPTIONS DOCUMENT

Command:

Moiave
D¡ViS¡ON:

lnland
Chapter:
4

lnspected by:

W. Fullmer
Date:

12-11-2008

::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::-_:::::--
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identified deficiencies, corrective action plans, and may be used to appeal findings' A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

! Division Level X Command Level

E Executive Office Level

E Corrective Action Plan lncluded

! Appeal lncluded

n Attachments lncluded

Follow-up Required:

lves X No

Forward to:
lnland Division

Due Date: 12-31-08

Commander's Signature:

-U-Z
Date:

/2-/z-3

Chapter lnspection: 
-

lnspector's Comments Regarding lnnovative Practices:

None.

The general files are kept in a neat, well organized manner. All of the file cabinets are lockable and in a

secure area of the office. All of the forms and documents to be inspected were able to be located and

identified easily. All of the required time frames on documents were met. The Area SOP had been

updated recenily. The Area Sop has guidelines for the overall management and accountability of

réceiving and pieparing collections. Tñe safe is in a secure location and ¡s too large to move without the

assistance of a dolly oiforklift. The combination was changed on September 22,2008, due a change in

office personnel as required by policy.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

I concur. OSS I Palmer is responsible for the majority of items in this inspection and is doing an

excellent job... as always.

None.

Command:

Moiave
Division:
lnland

Ghapter:
4

lnspected by:

W. Fullmer
Date:

12-11-2008

Requiied Action

Corrective Action Plan/Timeline

None.

CHP 6804 (Rev 0948) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 3

12-11-2008

Lead lnspector's Signature: Date:

nesponOlng Commander's Signature (for appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

Page 1of 3

Command:

Moiave
Division:
lnland

Number
9830

Evaluated by:

Seroeant W. Fullmer
Date:

12-01-2008
Assisted by:

OSSI S. Palmer
Date:
12-01-2008

PolicY,
, such
d.
lnspection,

the "Follow-up lnspection" box shall be marked and only defìcient items need to Þ9lgj!!!99!9c

TYPE OF INSPECTION

! Division Level X Command Level

! Omce of lnspections ! Voluntary Self-lnspection

lnspector's Signature:

Follow-up Required:
EYes Xruo ! Follow-Up lnspection "o^ 75P*tu' -z Date:

/z-//-{
For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter4, and HPM 11'2,
Chapter 2.

1. ls management actively involved in reviewing and
approving paperwork related to receiving and
oreoarino collections?

X Yes !No n ru¡n Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivino and oreparinq collections?

X Yes nNo fl N/A Remarks: Yes, Area SOP was
updated 11-2008

3. Does the command have adequate separation of
duties for collections received? X Yes J-l tlo N N/A Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process? X Yes [-l rr¡o l-l run Remarks:

5. ls access to the safe and/or vault appropriately
restricted? X Yes ll trto l-l N/A Remarks:

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

X Yes !ruo fl N/A Remarks: Area SOP

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
reouires access?

X Yes nNo n N/A Remarks: Comþination was last
changed on SePtember 22,2008.

g. lstne safe securely anchored to the building?
X Yes l-l tto ¡ N/A Remarks: Safe is too large to move.

9. Are weekly transmittal reports prepared in

accordance with departmental policy? X Yes [-l ¡lo ll nn Remarks:

10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days
followinq the week covered by the report?-

X Yes ENo nrun Remarks:

GHP 680G (Rev 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

INSPECTION PROGRAM
Chapter4
FiscalControls

11. Does the command submit the following forms
with the weekly transmittalwhen applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipUReport

(Unclaimed ProPertY).
(3) STD 634, Absence and AdditionalTime Worked

Report, for jury dutY.
(4) CHP 22l,lt[alicious Damage Report.
(5) CHP 464,Traffic ControlCost Estimate -

Advance DePosit.
16) Civil subpoena.

X Yes fl No ! ru¡n Remarks: Attached to originals and
kept in Area general files.

12. ls a memorandum for cash shortages prepared if
necessary? X Yes l-l tto TI N/A Remarks: No shortages.

13. Does the command ensure the information written on

the counter receipt is complete and legible? X Yes l-l tto ll ru¡n Remarks:

14. Was a counter receipt issued for each witness fee
deposit received? X Yes ENo n ruln Remarks: Copies kept in general

files.

15. Was a counter receipt issued for each movie,
wide-load, and special event detail(s)? X Yes E tto E u¡n Remarks: Copies kePt in general

files.

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

X Yes D t'lo fl N/A Remarks: No sales, recently.

17. ls sales tax added to items that are not for resale?
X Yes l-l trto l-l run Remarks:

18. Are allcounter receipts pre-numbered and issued in

numerical seouence? X Yes [-l tto N N/A Remarks:

19. Were transfers of counter receipt booksicertificates
between field commands reported on a CHP 2664'
Credit Memo - Non- EquiPment?

X Yes !No fl run Remarks:

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? X Yes l-l ¡¡o l-l Mn Remarks: When required

21. Are the CHP 264, Petty Gash Replenishment
Requests, completed at least monthly if over $10'00,
quarterly if under $10.00, and on June 30 of each
fiscalyear?

X Yes nruo TruN Remarks: Every two months and on
June 30 each year.

22. ls the CHP 264 properly authorized?
Xl Yes l-l ¡lo llun Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equalthe totalof petty cash and
change funds?

X Yes [] tto fl N/A Remarks: Audits are conducted
quarterly, last audit comPleted on

October 24.2008.

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or desiqnated Person?

X Yes [ruo Dvn Remarks: Signed bY sergeant.

25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? X Yes ll uo [-l tryR Remarks:

CHP 680G (Rev 0+08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter4
FiscalControls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? [l Yes X trto ll un Remarks:

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safeguard cash?

I Yes nuo TNn Remarks: Change fund amount is
950, petty cash is $200 both are kept
in locked cash boxes in a locked
drawer.

28. Are all petty cash purchases under $50?
X Yes l-l trlo ll un Remarks:

29. ls petty cash used to purchase prohibited items?
l-l Yes X ¡lo N N/A Remarks:

30. Did the command circumvent the dollar limitation by
solittino the ourchase? l-l Yes X trlo II N/A Remarks:

31. ls a petty cash custodian designated by the
commander? X Yes l-l tto l-l Mn Remarks:

CHP 680G (Rev 0948) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

Page 1 of3

Command:

Bishop
Division:l
INLAND

Number:

Evaluated by:

Serqeant Biehl#10839
Date:

12-02-2008
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such

discrepancieé and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up lnspection,

the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

n Division Level X Command Level

n Of¡ce of lnspections E Voluntary Self-lnspection

Lead lnspector's Signature:

/L,¿
Follow-up Required:
I Yes X l.lo n Follow-Up lnspection ï),1,/,

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,
Chaoter 2.

1. ls management actively involved in reviewing and
approving paperuuork related to receiving and
oreparinq collections?

X Yes nruo n ¡r¡n Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivinq and preparinq collections?

I Yes X t',lo Erun Remarks:

3. Does the command have adequate separation of
duties for collections received? X Yes l-l trlo l-.1 ruln Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process? X Yes l-l ¡to l-l vn Remarks:

5. ls access to the safe and/or vault appropriately
restricted? X Yes l-l tlo nrun Remarks:

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

X Yes n ¡¡o n ruln Remarks:

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
requires access?

X Yes nruo E ruln Remarks:

L ls the safe securely anchored to the building?
l-l Yes X lrlo fl nrn Remarks:

9. Are weekly transmittal reports prepared in

accordance with departmental policv? X Yes l-l ruo l-l ruln Remarks:

10. ls the weekly transmittal report(s)submitted to Fiscal
Management Section (FMS)within five working days
followinq the week covered bv the report?

X ves n f.¡o n uln Remarks:

CHP 680G (Rev 09-08) OPI 010
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SÏATE OF CALIFORNIA
DEPARTMENÏ OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

11. Does the command submit the following forms
with the weekly transmittal when applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipVReport

(Unclaimed Property).
(3) STD 634, Absence and AdditionalTime Worked

Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464,Traffic Control Cost Estimate -

Advance Deposit.
16) Civil subooena.

X Yes E tto nrun Remarks:

12. ls a memorandum for cash shortages prepared if
necessary? X Yes E trlo l-l vn Remarks:

13. Does the command ensure the information written on
, the counter receiot is complete and leoible? X Yes l-l tlo l-l run Remarks:

14. Was a counter receipt issued for each witness fee
deposit received? X Yes n ¡lo nrun Remarks:

15. Was a counter receipt issued for each movie,
wide-load. and soecial event detaills)? X Yes l-l ruo f-l ru¡n Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

X Yes []ruo nvn Remarks:

17. ls sales tax added to items that are not for resale?
X Yes l-.1 trlo l-l ru¡n Remarks:

18. Are allcounter receipts pre-numbered and issued in
numerical seouence? X Yes l-l ¡to [] ru¡n Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credit Memo - Non- Equipment?

X Yes E tlo nrun Remarks:

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? X Yes l-l trlo l-l ru¡n Remarks:

21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal vear?

X Yes nruo n ru¡n Remarks:

22. ls the CHP 264 properly authorized?
X Yes f-l ¡lo l-l trlln Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chanoe funds?

I Yes n ¡¡o fl N/A Remarks:

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or designated person?

I ves nruo n ru¡n Remarks: Area supeñisors conduct
quarterly audits of the petty cash and
chanoe funds

25. Are overages and shortages of the petty qash
funds reported to Fiscal Management Seition? X Yes l--l trlo [-l rryn Remarks:

CHP 680G (Rev os08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? l--lYes Xruo l-l run Remarks:

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safequard cash?

I Yes nruo nrun Remarks:

28. Are all petty cash purchases under $50?
X Yes l-l tto l-l rrl¡n Remarks:

29. ls petty cash used to purchase prohibited items?
E Yes X tllo l-l run Remarks:

30- Did the command circumvent the dollar limitation by
solittinq the ourchase? l-l Yes X ¡to l-l vn Remarks:

31. ls a petty cash custodian designated by the
commander? X Yes ENo l-l rrllR Remarks:

CHP 680G (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fonvard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identifìed deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

lnspected by:

TYPE OF INSPECTION

fl Division Level X Command Level

n Executive Offìce Level

X
n
t-t

Corrective Action Plan lncluded

Appeal lncluded

Attachments lncluded

Follow-up Required:

X Yes l-l trto

Commander's Signature:

_),i/za't¿¿t

Chapter lnspection: Fiscal Controls

lnspector's Comments Reqardinq lnnovative Practices:

lnspector at this time has not identified any practices that need to be changed or altered.

Command Suqqestions for Statewide lm

Command recommends the continued close monitoring of fiscal accountabilities.

ln r's Findinos:
Bishop Area is actively involved in revíewing and approving paperwork related to receiving and
preparing collections. Area follows policy and procedures when prepar¡ng transmittal reports.
Transmittal reports are prepared and submitted within five working days in accordance w¡th
Departmental policy. Area supervisors conduct quaderly audits of the petty cash and change funds.
The supervisors document these audits.

An inspection of the Area safe revealed the safe was not anchored to the building as required.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Bishop
Division:l lnland Chapter: 4

lnspected by:

Serqeant Biehl
Date:

01-07-2009

Commander's Re nse:
Commander assumes fiscal responsibility for the Bishop Command and ensures all policies and
procedures are adhered to.

lns 's Comments:
Management monitors area's fiscal controls closely. Required documentation, reports, and audits are
completed as required by Departmental policy. Area's procedures are within policy and are strictly
adhered to.

Required Action

Corrective Action Plan/Timeline

Area should contact facilities and make arrangements for the safe to be secured to the building as
required. Area should make arrangements by the end of the first quarter of 2009 to make this required
change.

CHP 6804 (Rev 0948) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Bishop
Division: lnland Chapter: 4

lnspected by:

Seroeant Biehl
Date:

01-o7-2009

Review/Decision: ffhis shatt be the onlv level of

CHP 6804 (Rev 09{8) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CAL]FORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENÏ

Date:

l-T Òc1

Responding Commande/s Signature (for appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

Page 1of 3

Command:

Ønàaon¡(*
Division:

ln\ar.,.d-
Number:

uzÒ
Evaluätéd bv:

GrùrVnin ffuartfurnø/
uate:
nþ4 /71a

Assisted by: Date:

::::::::::::::::::::::::::::::::::::::::
INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, sucñ
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up andior corrective action(s) taken. lf this form is used as a Follow-up lnspection,
the "Follow-up lnspection" box shall be marked and only defìcienl items need to be re-inspected.

fl Division Level p Command Levet

n Office of lnspections n Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up Required:
Iyes Xruo

-n Follow-Up lnspection
\^_

I
/
i-

Date:

\r [Ðs lo=
For applicable policies, refer to State Administrative
Manual (SAM), HPM 1 1 .1, Chapter 4, and HPM 11.2,
Chapter 2.

1. ls management actively involved in reviewing and
approving paperwork related to receiving and
preparinq collections?

ElYes E f'¡o n ru¡n Remarks:

2 Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receiving and preparino collections?

flYes Kl¡o fl ¡¡ln Remarks:

3. Does the command have adequate separation of
duties for collections received? Vf Yes l-l tito l-l ru¡n Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process? ElYes l-l tto l-l N/A Remarks:

5. ls access to the safe and/or vault appropriately
restricted? XlYes [-l l',lo fl ¡¡n Remarks:

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

X Y"= nruo n ru¡n Remarks:

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
requires access?

! Yes Xruo E r.¡n Remarks:

8. ls the safe securely anchored to the building?
l-l Yes Xruo l-l lrllR Remarks:

9 Are weekly transmittal reports prepared in
accordance with departmental policv? Ff Yes l-l tlo l--l wIR Remarks:

10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days
following the week covered bv the report?

þ ves Eruo []run Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNUC HIGI-IWAY PATROL

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

Page 2 of 3

1 1. Does the command submit the following forms
with the weekly transmittal when applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipUReport

(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked

Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464,Traffic Control Cost Estimate -

Advance Deposit.
(6) Civil subooena.

n Yes ENo Evn Remarks:

12. ls a memorandum for cash shortages prepared if
necessarv? l-l Yes E t'lo Xf va Remarks:

13. Does the command ensure the information written on
the counter receipt is complete and leoible? ñ vu. l-l trlo l-l N/A Remarks:

14. Was a counter receipt issued for each witness fee
deoosit received? X Yes l-l ¡lo l-l vn Remarks:

15. Was a counter receipt issued for each movie,
wide-load. and soecial event detail(s)? X Yes l-l ¡to l-l N/A Remarks:

'16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors. and other cash received?

! Yes ! lr¡o ELru¡n Remarks:

17. ls sales tax added to items that are not for resale?
Ff Yes l-l No l-l vn Remarks:

18. Are all counter receipts pre-numbered and issued in

numerical sequence? Xf Y". fl tr¡o n ruln Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credit Memo - Non- Eouioment?

ffives nruo E ru¡n Remarks:

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? ìXves l-l t¡o E rutn Remarks:

21. Are the CHP 264, Pel|y Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal vear?

-XY". n ¡¡o n ruln Remarks:

22. ls the CHP 264 properly authorized?
Þ( Yes l-l t'¡o f-l lrllR Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chanqe funds?

Ives f] l'¡o n ru¡n Remarks:

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or desiqnated person?

(vu' E t¡o E N¡n Remarks:

25. Are overages and shortages of the petty cash
funds reported to Fiscal Manaqement Section? l Yes l-l tlo D{vn Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

INSPEGTION PROGRAM
Chapter 4
FiscalControls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? l-l Yes D( trto [] ru¡n Remarks:

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adequate to safequard cash?

ft ves ! tlo n ru¡n Remarks:

28. Are all petty cash purchases under $50?
NiYes l-l trlo I_I N/A Remarks:

29. ls petty cash used to purchase prohibited items?
f--l Yes IXIruo l-l truR Remarks:

30. D¡d the command circumvent the dollar limitation by
splittinq the ourchase? l-l Yes Fl ¡,¡o l-l vn Remarks:

31. ls a petty cash custodian designated by the
commander? Xf Yes f] t,¡o fl ¡¡¡n Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Bridqeport
Division:

lnland
unapter:

4; Fiscal Control
lnspected by:

G. Montqomery
Date:

11t22t2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Fon¡rard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deflciencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION n Corrective Action Plan lncluded

n Appeal lncluded

n Aftachments lncluded

! Division Levet Wéo^^^nd Level

n Executive Office Level

Follow-up Required:

n Yes El{o

None

Fonruard to:
lnland Division

Due Date: 1213112008

Command estions for Statewide lmorovement:

The Weekly Transmittal for the Bridgeport Area is often under $50.00, and many times is $0.00. The
Transmittal should only need to be done monthly if the combined weekly total is less than $200.00, the
same amount kept for Petty Cash. This would save time and expenses.

For example: the total amount of funds sent to Headquarters on the weekly transmittals was $54.00 for
the month of December 2008. Had this been done at the end of the month, clerical tíme to complete the
transmittal and the funds to mail a transmittal with a $0.00 balance would be reduced,

I s Findinqs:

Petty Cash is kept in a safe which is kept inside of a locked file cabinet. The key to the safe and the file
cabinet is restricted to authorized personnel only.

Petty Cash replenishment requests are done on a monthly basis although the amount is often under
$10.00.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:

Bridqeoort
Division:

lnland
Chapter:

4; Fiscal Control
lnspected by:

G. Montqomery
Date:

11t22t2008

Commander's

The CHP 264 Pelly Cash replen¡shment request need only be done on a quarterly basis if the amount is
under $10.00. This change will save the Department resources when it comes to processing the
documentation.

ln 's Comments:

None

Corrective Action Plan/Timeline:

The change was implemented immediately and is now in effect.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Bridoeport
Division:

lnland
Chapter:

4: Fiscal Control
lnspected by:

G. Montqomerv
Date:

1112212008

I Review/Decision: ffhis shatt be the onlv level of

DNA

,,/r-/P
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STAÍE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIVVAY PATROL

INSPECTION PROGRA[/I
Chapler 4
FiscalControls

ñ;ñ;;; ;,"-";;il;;;;;;;;";;;^;;,,*;,;;;*---o;;;;**ão ^,.-,-,i".*;*il;i;;--applicable legal statues, or deficiencies noted in the inspections shall be commented on vla the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of cornmand.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up lnspection,
the ''Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected

Command:

lnland Comm.

PSDSII Nancv Lauber April 30, 2009
Assisted by

OT Suzie Shaffer

I Division Level X Cornmand Level

n Off¡ce of lnspections X Voluntary Self-lnspection

Lead lnspector's Signature:

rl
Follow-up

Yes
Required

fruo J Foltow-Up lnspection
Commander's Signature:

lnI Ìt l
, .: .üL liLr{'it'-- ..-,

Date

rtsr JÇ" \-.¡ /
For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter4,andHPM11.2,
Chapter 2.

1 ís management actively involved in reviewing and
approving paperwork related to receiving and
preparing collectíons?

E Yes I t¡o Xvn Remarks: lnland Communications
Center (lCC) does nol receive
collections

2 Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivinq and preparinq collections?

J Yes I tlo X ruln Remarks:

3. Does the command have adequate separation of
duties for collections received? [l Yes l-l ruo X N/A Remarks:

4. Does the comrnand have adequate separation of
duties for the cash receipt process? X Yes trNo I ¡¡ln Remarks: Applies to Custodian of

Records fees

5 ls access to the safe and/or vault appropriately
restricted? I Yes f, ¡to X ¡¡¡N Remarks: ICC does not have a safe

or vaull.

6. Does a record exists whích identifies who has access
to the safe and/or vault and when changes in access
occur?

E Yes nruo X ru¡e Remarks:

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
reouires access?

I Yes n ¡¡o X n¡n Rernarks:

8. ls the safe securely anchored to the building?
l-l Yes l-l wo IX ¡¡IN Rernarks

9. Are weekly transmittal reports prepared in
accordance with departmental policv? X Yes I ¡lo f-l ru¡n Rernarks:

10 ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within fìve working days
followinq the week covered bv the report?

X Yes I lr¡o T N/A Remarks

CHP 680G (Rev 09-08) OPI 0'10
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

11 Does the command submit the following forms
with the weekly transmittalwhen appticable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors,
(2) CHP 36, EvídencelProperty Receipt/Report

(Unclaimed Property)
(3) STD 634, Absence and Additional Time Worked

Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464,Traffic ControlCost Estimate -

Advance Deposit.
(6) Civilsubpoena.

XYes I Iwo r N/A Remarks ICC submits STD634 and
Civil subpoena forrns wrth the weekly
transrnittal No other identified forms
are used at ICC

12. ls a memorandum for cash shortages prepared if
necessarv? X Yes f-l ¡to l-l vn Rernarks:

13. Does the command ensure the information written on
the counter receipt is complete a nd leqible? X Yes [l t¡o [_l ru¡n Remarks:

14. Was a counter receipt issued for each witness fee
deposit received? X Yes l-l ruo l-l ru¡n Remarks:

15. Was a counter receipt issued for each rnovie,
wide-load, and special event detail(s)? flYes l-l tto R ¡vn Remafts

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

[] Yes tr tlo X f.¡¡A Rernarks: Receipts are issued for
money collected for Custodian of
Records requests.

17 ls sales tax added to items thatare not for resale?
T Yes I ¡lo X ruln Remarks.

Are all counter receipts pre-nurnbered and issued
numerical sequence?

il1B

X Yes f-l ¡lo l ru¡n Rerna rks

19 Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credit Merno - Non- Eouipment?

X Yes ENo ! ruln Remarks:

20. ls the STD 439 Disbursement Voucher, properly
authorized and completed to support expenditure? l-l Yes l-l rrlo X1 ru¡n Remarks:

21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least rnonthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal year?

! ves Xruo J ru¡n Rernarks, Receipt dated 1 0/1 B/08 for
$8.59 was not processed Correction
made ,264 proces sed and submitted
on 04i30/09

22. ls the CHP 264 properly authorized?
X Yes l-l ¡lo l-l N/A Rerna rks

23 Does the total amount of cash, receipts on hand, and
receipts in transit equalthe totalof petty cash and
chanqe funds?

[] Yes I ¡to E N/A Rernarks

24. ls there documentation to support periodíc reviews of
petty cash and change funds perlorrned by the
commander or designated person?

E Yes Xruo tr ¡¡¡n Remarks Petty cash has not been
audited srnce 12l)6107 Audit done
on 04/30/09 by PSDSII Lauber, and
will be audited quarterly in the future

25 Are overages and shortages of the petty cash
funds reported to Fiscal Managernent Section? I ves fruo tr N/A Rernarks: ICC has not experienced

an overage or shortage, but will
report it if one is identified.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGR.AM
Chapter 4
FiscalControls

26. Were change funds used to cash checks, money
orders or cashieritravelers checks? f Yes I ¡lo Xvn Remarks: ICC does not utilize a

chanoe fund

27. Are change funds over $1 00 and petty cash funds
over $200 kept in a safe, vault, or money chest
adeouate to safequard cash?

! ves !No X ru¡n Remarks:

28. Are all petty cash purchases under $50?
X Yes f-l lrto l-l ru¡n Remarks:

29 ls petty cash used to purchase prohibited items?
l-l Yes X ¡¡o [-l vn Remarks:

30. D¡d the command circumvent the dollar limitation by
splittinq the purchase? l-l Yes X tlo l-l ¡¡¡n RemaÍks

31 ls a petty cash custodian designated by the
commander? X Yes l-l t'to l-l t¡¡n Remarks: OT Suzie Shaffer.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

lnland Comm
Division:

lnland
Chapter:

3
lnspected by:

PSDSII Nancv Lauber
Date:
4t30t09

Page 1 of 2
:::::::::::::::::::::::::::::---

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fìll in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may b

TYPE OF INSPECTION

E Division Level X Command Level

fl Executive Office Level

Total hours expended on the
inspection:
.5

n

n

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

l-l Yes X l.lo

Fonryard to:

Due Date:

Chaoter lnspection:

lnspector's Comments Reqardinq lnnovative Practices:

None

None

I

ICC is in compliance with Departmental policies and procedures set forth for Fiscal Controls, except for

conducting periodic reviews of petty cash funds. This has been corrected and periodic reviews are now

and will continue to be conducted.

lnspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged'

etc.

CHP 6804 (Rev 02{9) OPI 010
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DEPARTMENT OF CALIFORNIA HIGIìWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

lnland Comm
Division:

lnland
Chapter:

3
lnspected by:

PSDSII Nancv Lauber
Date:
4t30109

Reouired Action

Corrective Action Plan/Timeline

Employee would like to discuss this report with
the reviewer.

HPM I 1. Chaoter I for apoeal orocedures.

Reviewer discussed this report with
employee

n Concur E oo not concur

CHP 6804 (Rev 02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-WAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

Page 1 of3

Command:

Soecial Services
Division:

lnland
Number: 805

Evaluated by:

Lieutenant Oscar Medellin
Date:

January 6. 2009
Assisted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fìll in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or defìciencies noted in the inspections shall be commented on via the '/Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Fudhermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up lnspection,
the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

E Division Level X Command Level

n Ofice of lnspections ! Voluntary Self-lnspection

Follow-up
I Yes

Required:
X l,lo n Follow-up lnspection ( (-;slr r \'-\o1

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter4,and HPM 11.2,
Chaoter 2.

\.j
1. ls management actively involved in reviewing and

approving paperwork related to receiving and
oreoarino collections?

! Yes nruo Xrun Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivinq and preparinq collections?

! Yes n ¡lo Xrun Remarks:

3. Does the command have adequate separation of
duties for collections received? l-lYes [-l tlo lX N/A Remarks:

4. Does the command have adequate separation of
duties for the cash receipt orocess? l-l Yes l-l ruo XNN Remarks:

5. ls access to the safe and/or vault appropriately
restricted? l-l Yes l-l ruo X trllR Remarks:

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

! Yes nruo X ¡ln Remarks:

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
reouires access?

E Yes DNo Xrun Remarks:

8. ls the safe securely anchored to the building?
l-l Yes f-l ¡¡o X ¡IN Remarks:

9. Are weekly transmittal reports prepared in
accordance with departmental policv? [-l Yes l ¡to D< N/A Remarks:

'10. ls the weekly transmittal report(s)submitted to Fiscal
Management Section (FMS)within five working days
followino the week covered bv the report?

n Yes n ¡¡o X ruln Remarks:
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SÏATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Chapter4
Fiscal Controls

1 1. Does the command submit the following forms
with the weekly transmittal when applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipUReport

(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked

Report, for jury duty.
(4) CHP 221,Malicious Damage Report.
(5) CHP 464,Traffic Control Cost Estimate -

Advance Deposit.
(6) Civil subooena.

I Yes nruo X ruln Remarks:

12. ls a memorandum for cash shortages prepared if
necessarv? l-l Yes l-l l.lo X ru¡n Remarks:

13. Does the command ensure the information written on
the counter receiot is complete and leoible? n Yes l-l ruo X ¡¡n Remarks:

14. Was a counter receipt issued for each witness fee
deoosit received? l-l Yes l-l lrlo X ru¡n Remarks:

15. Was a counter receipt issued for each movie,
wide-load. and special event detail(s)? f-l Yes nNo Xrun Remarks:

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

n Yes ! t¡o X ¡v¡n Remarks:

17. ls sales tax added to items that are not for resale?
[-l Yes I ¡lo X ruIn Remarks:

18. Are all counter receipts pre-numbered and issued in
numerical sequence? n Yes l-l ruo X ru¡n Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A,
Credit Memo - Non- Eouioment?

I Yes nruo XruN Remarks:

20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to supoort exoenditure? n Yes f--l ruo X ru¡n Remarks:

21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal vear?

I Yes n ¡lo x N/A Remarks:

22. ls the CHP 264 properly authorized?
f-lYes nuo Xrun Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chanqe funds?

n Yes nruo X ruln Remarks:

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or desiqnated person?

! Yes n f.¡o X ruln Remarks:

25. Are overages and shortages of the petty cash
funds reported to Fiscal Manaqement Section? l-l Yes ll l.to X rr¡ln Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM
Ghapter 4
FiscalControls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? I Yes l-l rrlo XruN Remarks:

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adeouate to safeouard cash?

n yes nruo X rutn Remarks:

28. Are all petty cash purchases under $50?
ll Yes l-l lrlo Xrun Remarks:

29. ls petty cash used to purchase prohibited items?
l-l Yes l--l t,lo X ruln Remarks:

30. D¡d the command circumvent the dollar limitation by
splittinq the purchase? l Yes f-l ruo X ruIn Remarks:

3'1. ls a petty cash custodian designated by the
commander? ! Yes |_lruo XlruN Remarks:

CHP 680G (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

Command:

Special Services
D¡V¡sion:

lnland
Chapter: 4

lnspected by:

Lieutenant Oscar Medellin
Date:
January 6, 2009

TYPE OF INSPECTION

n Division Level X Command Level

n Executive Office Level

n Corrective Action Plan lncluded

n Appeallncluded

n Attachments lncluded

Follow-up Required:

! Yes X trto

Forward to:
lnland Division

Due Date: 1213112008

Date:

,1,- 1.,1

lnspector's Comments Regarding lnnovative Practices: \-/

None

Command S for Statewide I nt:

ln s Findinqs:

Inland Division Special Services does not conduct the sale of items, the collection and security of cash,
or the weekly transmittal as required in HPM 11 .1, Chapter 4 and HPM 11 .2, Chapter 2.

CHP 680A (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEFARTMENtr OF CALIFORNIA HIGI-ÍWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

u0mmand:
Soecial Services

utvtston:

lnland
Chapter: 4

lnspected by:

Lieutenant Oscar Medellin
Date:

Januarv 6, 2009

Commander's

s Comments:
lnland Division's clerical support staff conducts all processes related to change funds, petty cash,
miscellaneous sales or transactions of collections.

CHP 6804 (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEBARTMENtr OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command: Division: unapter:

lnspected by: Date:

Review/Decision: ffhk shatt be the ontv levet of

Lead ln uate: / t
24,/aç

Responding Uommander's Sig nature (for appeal) : Date
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STATE OF CALIFORNIA
DEPARÏMENT OF CALIFORNIA HIGI-IWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

Page 1 of3

uommano:

lnland Division
D¡vis¡on:

lnland
Number:

Evaluated by:

Serqeant Ron Seldon
uate:

1-6-09
Assisted by:

Vonna Brouqhton
Date:

1-6-09

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the'Remarks' section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up lnspection,
the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

I Division Level ! Command Level

! Omce of lnspections ! Voluntary Self-lnspection

Lead lnspector's Signature:

Follow-up
! Yes

Required:
XNo n Follow-Up lnspection

Commande/s Signature:'3fu- Date:

t/t¿/,
For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,
Chapter 2.

1. ls management actively involved in reviewing and
approving paperwork related to receiving and
preoarinq collections?

X Yes n ¡lo nrun Remarks:

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines
for overall management and accountability of
receivino and oreoarino collections?

X Yes ! l,lo n ru¡n Remarks:

3. Does the command have adequate separation of
duties for collections received? X Yes Eruo [I N/A Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process? ! Yes nruo x N/A Remarks: Cash is not accepted for

orrrchases

5. ls access to the safe and/or vault appropriately
restricted? X Yes l-l trto ll run Remarks:

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access
occur?

I Yes n ¡lo E u¡n Remarks:

7. Was the lock combination changed when an excess
number of employees were aware of the
combination, transferred out of the Area, or no longer
requires access?

! yes XNo !run Remarks:

8. ls the safe securely anchored to the building?
n Yes !No XNN Remarks: lnland Division does not

have a safe.

9. Are weekly transmittal reports prepared in
accordance with departmental policv? X Yes l-l tr,lo l-l N/A Remarks:

10. ls the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days
followino the week covered bv the reoort?

X Yes nruo !run Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

INSPECTION PROGRAM
Chapter 4
FiscalControls

11. Does the command submit the following forms
with the weekly transmittalwhen applicable?
(1) CHP 265, Sale of Discarded Tires/Junk

Batteries/Used Rotors.
(2) CHP 36, Evidence/Property ReceipUReport

(Unclaimed Property).
(3) STD 634, Absence and AdditionalTime Worked

Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464,Tralfic Control Cost Estimate -

Advance Deposit.
(6) Civil subpoena.

X Yes ! trlo nvn Remarks:

12. ls a memorandum for cash shortages prepared if
necessarv? Xl Yes l-l ¡,¡o ll lruR Remarks:

13. Does the command ensure the information written on
the counter receiot is complete and leqible? X Yes l-l t'to II N/A Remarks:

14. Was a counter receipt issued for each witness fee
deposit received? X Yes ll ruo l-l vn Remarks:

15. Was a counter receipt issued for each movie,
wide-load. and special event detail(s)? X Yes ñ ¡lo l-l N/A Remarks:

'16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors. and other cash received?

X Yes n ¡lo Erun Remarks:

17. ls sales tax added to items that are not for resale?
l-l Yes X lto |-lrun Remarks:

18. Are all counter receipts pre-numbered and issued in
numerical sequence? X Yes l-l tlo l-l ruln Remarks:

19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 2664,
Credit Memo - Non- Equipment?

X Yes nruo !nn Remarks:

20. ls the STD 439, Disbursement Voucher, properly
authorized and completed to suoport expenditure? X Yes l-l tto ll run Remarks:

21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscalvear?

X Yes n ¡lo nvn Remarks:

22. ls the CHP 264 properly authorized?
Xl Yes fl lrlo l-l run Remarks:

23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
chanqe funds?

X Yes !No nrun Remarks:

24. ls there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or desiqnated person?

! Yes X tto nrun Remarks:

25. Are overages and shortages of the petty cash
funds reported to Fiscal Manaqement Section? Xl Yes l-l No l-l ruin Remarks:

CHP ô80G (Rev 0908) OPI 010



Page 3 of3

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

INSPECTION PROGRAM
Chapter4
FiscalControls

26. Were change funds used to cash checks, money
orders or cashier/travelers checks? [-l Yes ll tlo X tryR Remarks: Currency is not accepted

27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest
adeouate to safeouard cash?

n Yes ! ¡to Xrun Remarks: There is only $75 kept in

the petty cash lock box.

28. Are all petty cash purchases under $50?
X Yes Eruo ¡ N/A Remarks:

29. ls petty cash used to purchase prohibited items?
f-l Yes X tlo f-l run Remarks:

30. Did the command circumvent the dollar limitation by
solittinq the ourchase? E Yes Xl tr,lo f-l N/A Remarks:

31. ls a petty cash custodian designated by the
commander? X Yes [-l r.lo l-l ¡¡¡n Remarks:

CHP ô80G (Rev. 0948) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIiWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number. Under "Fon¡vard to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

L;ommanO:

lnland Division
Division:

lnland
Chapter:

Four
lnspected by:

Seroeant Ron Seldon
Date:

1-6-09

ryPE OF INSPECTION

X Division Level n Command Level

n Executive Office Level

n Corrective Action Plan lncluded

n Appeal lncluded

n Attachments lncluded

Follow-up Required:

!Yes X ruo

Forward to:

Due Date:

Commander's Signature:

--1,'/./.2
,/ /-/

Date:

t /,./ç
Chapter lnspectìorti.

lnspector's Comments Reqardinq lnnovative Practices:

N/A

Command for Statewide lmprovement:

N/A

1. There are no cash exchanges for collections that occur at lnland Division.
2. The amount of only $75 is maintained in the petty cash lock box.

CHP 6804 (Rev 09{8) OPI 010



Command:

lnland Division
Division:

Division
Chapter:

Four
lnspected by:

Serqeant Ron Seldon
Date:
'1-6-09

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

receipts. Certain personnel have access to the lock box and this information is included in the actual
job description of the employee.

2. lnland Division will create documentation to support reviews of the petty cash funds by the

commander or supervision.

Required Action

Corrective Action Plan/Timeline

CHP 6804 (Rev 09{8) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

T",lt q¡n DlviJt,:¡
Division:

l,/L^|'1>
Chapter:

1
lnspected by:

R, €upo¡ '# t'tzïs '^ti'l Á,

Review/Decision: ffhis shatt be the onlv level of
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st'nrE or óar-rFoRNtA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Lead lnspector's Sign4lSe: / ---s fz-..--:11/c-4'-Á-
Date: / /'

t /¿ /or
Responding Commander's Signature (for appeal): Date:
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